
UCard Replacement Request

Use this form to request replacement UCards.

A. Locate the form
The form is found in the Place an Order Section of the UShop Shopping Dashboard

B. Complete the form



1. Select from the dropdown menu to indicate the organization needing a replacement UCard:
     This informs the UCard O�ce how to brand your card, the logo placement, etc.

2. Use the drop down menu to indicate the type of card to be replaced. The cost of each card type is displayed:

3. Was the original card damaged while working?
     If so, you will follow a di�erent process to obtain a free replacement card. Click to view instructions for that process.

4. Provide cardholder name and uNID, preferred name and department name to appear on card:

5. Select the classi�cation from the dropdown menu. If "Other", type classi�cation in the �eld provided.



6. Select preferred UCard stripe color:

7. Type Badge credentials and Job Title:

8. Indicate whether a new photo is needed. Note that a new photo must be taken in-person at the UCard o�ce:

9. Select Delivery method / Pick up location:

C. Add and Go to Cart
When the form is complete, �nd the Available Actions dropdown in the upper right corner of the form. 
Select Add and go to cart, and click Go:

D. Complete as with other orders in UShop.


